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(hief, necords ‘assgemest Stafi

weakly Eaport - vesk “nifag § vctover 1957

(1) & “sarized versior of the Clandestine Sexvices
fecoRds Contaol fcnscie hes beem approved sol
ret:aned for thely use. AlE0, Sprrovel has bewm
given for the destriction of spgwoximmtely Lo cnbie
foet of iseciiye records for wiich ity vas
reguesbed. Thig lncressed interest in records dispo-
sition matters robably comes ebout es result of s

25X1 ‘ l | activity i the ID/F srce in the Necords
Yanggeorent Tieid.

2) Assisted the Flemming Steff/ICI is retirieg 8 eubic

(}Merm These are the official files of
the former Office of lubelligemos Coordinmtion and
ite predetsssors. uese are laportant records and
sre corsifamed poymenent.

{3) Conpleted six maw snd revised forms; twent ~eight
foras were zede obwolete.

{i) Completed the installation of & Subject-lumrie
Pillag Systex in the Office of the Chief, Iasursnce
and Capualty Divislen, ZRetired twe cubie fost of
their issctive resewds t¢ the Cemter and destroyed
foar cubic feet of records in thelr office.

{5) In exilavoration with reyresmmtatives of the Industrial
Begieter, arsmaged for the dsstructisn of cver W6Y,000
punched cords in the vitel dAaterialiepository. This
will zroviic esmsidersble cpece for future aee in
the yepositor:.

{6) Dransferred 3, /U3 reeis of wicrofils from the Tital
ssteriel Repositor;, lueredby reducing the mioyofiln
eallection im the Yeuli oy shout 20k,

{7) The hecords ‘enter received 13 cuble feet of iosctive
recopds and dastroyed b cuble feet.
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25X1 : o | mstenfed the ssmual Convention of ths
Sotiety of Americen Arehivists st Colusdbas, io.
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(1) Developed material for the Support Services Exbibit ‘
- 4, and manned the exhibit for OM, Busineas lhc.hinea and

o Racord.a )hnagemnt. .
(a) Comlcted the evaluation ot onc Enployee Busgoaﬁ.on.

V(S) conabontedvit.h\ .. L&nmmﬁ.ion of
R a.rtic.lo for the Speem B\xmt Mlotin

PRGN

' (1) Office of Personnal - Mwnldtod

(2) General Counsel. Project completed. . amm -chomne
submitted for implementation. j

(3) office of Operations, Contact Division - Project is
304 completed.,

(k) DD/P - Reviev of "senitized” version of their schedule.
cmleuo -

~ be Installation of Filing Bystems.
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(1) ORR - Project 9% oon&lated. One Division has sgreed
~to discontinue the maintenance of personnel folders.

d. Eighuen nev and revised t'or)n in process. g
.. @ Forms Mansgement Study, Pr&nti.ng Berimo Divisi.on.
f. PFiling System Survey, Map I..ibrsry Diviaion, om. '

Abnormal growth of files has caused . space and equipment
blem. Posesibilities to solve it are conversion from
t0 5 drawer equipment, use of letter size in lieu of
legal sige files and shelf filaes. .

g+ Bhelf file installations - Seven in various stages of
-developmeant and installation. -

3. Assignment - Inactive .
- . Y CI;jSp_we Layout and Equipment Survey.
. ,» be Bpace and Equipment Burvey, Office of the Comptroller.
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. Co Review of schedules for Deposit of Vital Persomnal Records.
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